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Beqjoise most high school guidance 
progr^s tend to offer more services than, 
their resources jc^^ip adequately suppo/t, one 
of the first tasks prescribed in CPSS is an 
assessment of resbtirces available for use in 
Xour new program. The information about 
. resources will enable the Steering Committee 
to select goals for your new prograrn based 
not only on what students need, but also on 
whether there are resources available for • 
goals to meet tl^se needs. Withput such an 
assessment, an otherwise soutid program ' a 
could -be ineffecti^^^ecause resources are 
not used efficiently ^ 

The CPSS resource assessment will 
help yqur school identify appropriate ma- 
terial^, space, equipment, people, and funds 
in both the school and community. Happily, 
such careful attention to resources may help 
you "discover" more career guidance tools 
than you knew you had. 

In addition to re^urce assefssment, 
CPSS/equires other activities assoc?ated 
with resources. Although they are not pro- 
perly considered assessment, procedures for 
these tasks are included in this procedural * 
guide since you, as resource leader, will be 
responsible for performing them. 

A seven-member Resource Assessment 
Task Force, headed by you, will assess re- 
sources available in the school and com- 
munity for your career guidance progratn. 
As resource leader, you are responsible for 
making sure that the work f ets done and 
for acting as a liaison between your task 
force and the Steering Committee during 
assessment. Two other faculty /staff ijem- 
bers and four students comprise the-rest of 
the task t^rce. You may want to assign a' 
pair of students to work closely with each 
faculty/staff member, . 

The task force's job is to compile: 
(1) a'list of current, career guidance activ- 
ities in the high scliool, its feeder schools, ^ ■ 



and thp stat^^d district; (2) a list of avail- 
\ able school and community resources that 
^ could be used in career development activ- 
ities; and (3) a description of the school and 
^ community that incluolls population statis- 
tics, occupations in the comm^unity, and 
courses offered in the school. All three kinds 
ot information will,be helpful to the Steering 
Committee as it makes decisions about the 
scope and direction of your new-^^areer guid- 
ance program. The list of current guidance 
activities should be useful when integrating 
successful current activities about your new 
program. The list of resources will provide a 
. . single-source reference concerning all the re- 
sources available to supportT career develop- ♦ 
hienf activities. This information about re- 
sources will inplude such things as who should 
Be contacted about their use and any constraints 
• that may be placed on their use. The descriptive 
data about the school and community will be 
•used primarily as backgi;ound information. 

The task force will be filling out CPSS . 
Program Information File items 1-33 during 
assessment. For your reference, copies of 
these items are in the Appendix of this pro- 
cedural guide. The CPSS coordinator will 
give you duplicated copies of these items that 
> you and your task force wilj he-working with. 
The procedures injthis guide will tell you how 
to direct the task force in filling out these ^ 
items. The list below summaflzes the items, 
their subject, and suggested sources of infor- 
mation: 



Item 



. Current career j 
^ guidance \ 
activities 



'4 
5 
6 
7 
8 



> School 
re^urces 



<• 



Administrators, teachers, 
counselors, and/or ^taff 
in your^hool 
FeedeMchool adminL 
i^iwors, teachers, and/O 
staff. 

State board of education^ 
and local school district 
1 administrators 

Administrators, coun- 
selors, teachers, and/or 
StafJ in your school 



9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 



20 
21 
22 
23 



24 
25 
26 
27 
'28 
29 



CDmmunity 
resources 



School and 
Xcommunity <^ 
description 



Periodic and special 
reports prepared by 
^tate and local govern- 
mental agencies (statue 
board of education, 
local school district) 
an^ nort-govern mental 
afgencies (universities, 
banks, labor organiza- 
tions, business and 
ind ustry , pu blishing 
companies, social, 
cultural, service organ- 
_ izations)* - 

Administrators, coun- 
selors, teachers, and/ 
or st^ff in your 
school 

Reports preparfd by 
the Bureau of Labor 

'Statistics, U.S. Labor 
Department, Bureau of 
the Census, Center for 
Educationad Statistics, 
U.S. Department of 
Health, 'Education and 
Welfare, your local 
bureau of employment 

.services 



Information on both the school and 
cpmmunity should4)e factual unless only • 
estimates are available. In those cases, es- 
timates should be noted as such. If the 
. information located is base^^n categories 
that are'different from the ones used in the 
items,- you may advise task for^ members 
to use the available catego/li^ fOT those 
specific items. If information^for certain 
items is already available in another focm, 
you may suggest that task force members 
simply attach to the item or reference' 
copies of tixat information and note where 
it is availaol^^,^^ 

Information sources listed above are 
merely examples. You may advise task force 
members to use any other sources-that are 
available. The CPSS Advisory Committee 



members may be the best source of infor- 
mation about the community. Advisory Com- 
mittee members r^ay already have the infor- 
mation you need, may be able to acquire it, 
and/or may be able to verify or suggest a 
\ source for verification for information the • 
task force has already collected* However, 
task force members seeking information on 
the community should contact Advisory Com-' 
mittee uiembers only after exhausting other 
sources. The Advisory Committee may ad- 
vise or help, but the work of assessing re- 
sources belongs to you and tlie rest of the 
task force. 

If another schools in your district are 
using CPSS, you, the CPSS coordinator, and 
t|^e principal will meet before the task force 
begins its work in order to decide whether to 
assess commurtity resources in conjunction with 
the other schools. This is possible because the 
information to be collected about the commu-* 
/ nity will be the same for alFschools and will 

mean that no one school will have to collect all 
the information. If you dcj work with other 
schools, the coordinator V^iU act as liaison be-y^ 
tween your school and the olher scnbols in- 
volved. You and he/she will have to work 
^ closely so that the efforts of all schools con- 
tribute to a good resource assessment. 

• 

Once Items 1-33 are completed, the task 
force will disband. YoUr responsibilities as 
51^;^ resource leader, however, wiU continue. Be- 
cause of your experience at assessing resources 
and your access to infornwiticin, you will be 
considered the siihool's expert on resouB<res. 
You will be called upon to a^ist cireet devef- 
opment unit instructors in asagning resources 
to each unit.. As the^hool^s most knowledge- 
able person conceding resources, you^hould 
be ablfe to iViake vialuable contributions to the^ 
CDU's and td make the-ODU instructor's job 
easier. 

i 

Resource aci;ounting activities— keeping 
Vrack of the use cd resources— begins o»ce' 
. your new career*^Hdance program is operating. ^ 
You alone ^e responsible for tftese tasks, which' 
requure filling out CPSS Prograni Information 
items 34-39. Reference copies of these items 



are in the Appendi?^ of this procedural 
guide and instructions for filling ^em 
out are in the procedural section. The 
information that should be recorded 
on the items should.be available im- 
mediately after each CDU plan is ap- 
proved. You should complete the 
item^ at that time. Upon modification 
or termination of a CDU, you should 
make necessi^r\' changes on thtr items 
\uUf responslbiiiiv lur resource m 
counting is ongoing throughout 



the life of your new career guidance pro* 
gram. 

Another of your-responsibilities is the 
tontmuous updating of re^urce assessment 
information (iti^ms 2-33) initially collected 
by the ttisk force. (Item 1 need not W up- 
dated.) 

^ Your procedures for fulfilling your re- 
sponsibilities as resource leader begm on the 
^ next page 




/ . RESOURCE ASSESSMENT PROCEDURES ' 

' . ' . ' ^- y 

Study thK procedural guide. (A reference copy of theJI^SS Program Information File 
Items dealing with resources is in the Appendix-Of this guide.) Addiie^ all questions to 
the CPSS coordinator. f . 

At the request of the coordinator, meet with Him her and the principal to consider whether 
your school will be filling out items 5 and 9-23 in conjunction with otlier schools also using 
C ?SS.,U so decide how to proceed. You may want. to have the tasl^force skip those items' 
lor now and work- on other items until you and the other schools decide which items will 
be completed Ijv which schools. ' . ' ' 

!)en(i(ui;!rether to permit task forcfe members to contact Advisors Committee members 
t .r a^Sisiancc with items 5 and 9-23 (oftrthose of them that vour .schu61 will be responsible 
!or) Are these speqific Advisory Committee members who are likelv to have information 
needed tor particular items? ^You may. want to contact the'CPSS coordinator tor assistanc^e. 

Kstmiate how many copies of each item the task force .will need for resoiir«e a.ssessjnent 
(deciding, for instance, Whether you want all-members to liave a working copy of every 
iteTn) Make sure to include in your estimate one extra copy of each item (Called the ' - 
final copy in this procedural guide) t6 be the copy forwarded to the coordina*lor for filing 
in the CPSS Program Information File. Ask the coordinator to duplicate those copies for 
you plus one copy each of resource accounting items 34-39. You won't need- the account- 
ing Items until after the task force disbands. ^ 




\ 



Sm> 5 Hold the first meeting of the Resource Assessment Task Force 



b: 



D. 



ne'ss^rvlTvtm^r f '"''"'^^'^ °' ^'^-"^ ^V-l should be 

necessary only if members n*ed or want an overvie^of CPSS af this time. 

Explain resource assessment answering all questions and making sure that the task 
force members understand their responsibilities ' 

s^?ie fo';'!nH°''''"^ ^''^^^'^ assessment items your^fiool will Be respon- 

sible for and review them with the task force. ^ ' • <; 

Divide the work related to the items among the members, helping them decide among 
themselves who will complete which of the items you distributed V ^ 

each member to prepare a rough draft response to his/her items before Ae next 
n^eeting. Each member also should identify the sources of information for the response. 

1. Mention the sources of. information indicated in the Introduction of this proce- 
dural guide. Indicate that the listed. information sources are simply a sugg'ested 
starting point and that task force members are free to locate other soured.- 

2. If information i^eadily available for certain items (perhaps items concerning 
the schoo description), suggest that task force members merely attach copies 

^ stoJH" °" °' reference on the items the place where the information, * 

3. Indicate that information'about both the school and community should be factual 
unl^ only estimates are available. Estimates should be noted as such. ' ' 

■ 4. Tell the members that, for those items asking for information that is categorized 

they may use categories different from those in the/item if information readily 4t 
available is organized around different categories. ' * -w 

5. Indicate tha^ more than one source of information may be appropriate for a 

. single statement, especially if.the task force member has rea^n to believe that 
the sources may contradict one another. 

6. Ask members to leave blank thc^se items for which they cannot find factuil in. 
formation or reasonable estimates. . ' 

^7. Tell the members which Advisory Committee members could'Ke helpful with *- t 
specific itefns, depending on what you, the coordinator, and the principal de- 
. cided m Step 3. The Advisory Committee shouj be contacted only after other 
sources have been exhausted. Caution the task force that Advisory Cbmmittee 
members are likely to be very b«sy people and that they should carefully for- 
mulate the questions they-plan to ask before th^ Qpntact the Advisory Com- 
mittee members. ' • . ^ j / 

!i n^/.°" ^"^.P'^^« the next meeting of the task force, allowing 

ample time for the completion of items. , 
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Step 6 During the second and as many other meetings that you, need, lead the task Torce in a 
review of all information prepared to complete the items. 



-9 



'A. Consider the probable appropriateness of the information (for example, look al 
the date of publication if the source-of the information is a jreport, etc.). 

B. If thete is more than one source of information for a single item and the information 
»is contradictory, decide whicK set of information appears to be^most appropriate- or 
resolve the contradiction. 

V 

C. If an item was left blank because factaal information is not available, ma^e an esti- 
mate to supply the information and write an "p]" in Tront of it. If you cannot mak^ 
an estimate, leave the item blank. 

D. Add and completjaAdditional items if you t)ynk information about resources not 
covered by the CPSS items would be useful in {fanning and implementing career 
development activities. ^ ' 



Step' 7 ^k one or more task force members to prepare a draft of sik^he completed j^ems/Give 
ijfcopy of this draft i^) the CPSS coordinator for review by tiTfe Steering Committee, and 
keep a copy yourself. ^ ^ ^ 

Steg^S Receive the reviewed items from the CPSS coordinator. Mike any corrections* or addi^ 
^ tions deemed appropriate by the Steering Committee. 

* - ' . ^ 

Step 9 Ask some task force members to neatly ^rite or type the final version of alUtems. Once 
this is finished, the task force should disband.-, ^ 

Step 10 Maj^e a copy of the items for your files and forward the final version to the coordinator. 

Step 11 Once CDU development begins, assist the CDU instructors at their request. Your task will 
be to identify resources required to support the recommended activities and to advise eacTi 
vPDU instructor on the ayailability of resources and, if necessary, to assist in finding ways 
to acquire the nece|sary resources. If the same res(^rce is beinc^onsidered by more than 
one CDU instructor for use at the same time, you should inform the CPSS coordinator 
^ and the CDU instructors involved of the possible conflict. . 



NOTE: Both y%u and the metliods specialist deal with career development materials. 

The methods specialist identifies materials that are appropriate for a CDU, 
whereas you ^eal with the availability of those materials (in addition to 
appropriate people, space, equipment, and funds). 



Step 12 During the Steej/ing Committee's review >of each CDU before im^mentation,^dvise the 
committee otWhe appropriateness of the resources identified tor it. 

Step 13 After each CDU is approved, record the appropriate information about the resources as- 
signed to each CDU on items 34-39 (resource accounting' items). 

6 

. 11 \ * 



jSt^p 14 bater, make approprifte chaDges in these items when a CDU is modified or terminated so 
so that the items hied in theCPSS I^rogVam information File continually reflect which 
resources are*€Urrently being used and which are available for assignment to other CDUs. ^ 

Step 15 ' Make sure tJiat ydu updale|k>ntiiiruousry resource assessment items '2-33 initially com^ 
pleted by your ta^k force. ^ ^ . 

. / * 
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APPENDIX ^ 



items (Information Tables) "^fl^hich 
^ the Resource Assessment Task Forpe and 
.Resource Assessment Leader Will Document Information 
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RESOURCK ASSKSSMENT'. 



Current Career Development Activities 



V 



K [descriptive and Evaluative Data on the Existing Career nuulance Program 
C ui-rent Career^Related Programs in Feeder Schools * 
3. S\ate and District Career Gyidance/Development Cloals ' • 



SchooLRegources 



Faculty/Staff * ' ) 

5. Career Development Mate<-ials 

6. Equipment ' ^ 

7. Space 

8. Funds 



Community' [Resources 



1 

Universities and Coljeges 
Occupational Preparation Schools 
Occupational Preparation Programs 
Post -secondary Assistance 
Occupational Selection Assistance 
Job Placement Assistance 
Part-time Htn'ployment Assistance 



9. 
10, 
11. 
12. 
13. 
14. 
15r 

'16. Special Programs 

17. Help for Emotional and Physical Problems 

18. District (Guidance/Career Education Administrative Serviees' 

19. Peop}e ' 



Community and School Description 

— I 

*20. Population 

2 1 . Population Changes 

22. Occupations 

23'. Unemploynient ^ 

.24. iSchool Boundaries 

25. Distance to Boundary 

26, Size of Attendance Area 



27 . Bus Transportation 

28. Student Enrollment ' ' 

29. Dropouts 

30. Course Offerings 

31. Class Scheduling System' 

32. In-service Education ^ 

33. Determination of Course Corttenr 



RESOURCE ACCOUNTING 

34.. People ' ^ 
^ #35. Equipment ' 
^36. Materials 

37. Space 

38. Funds 

39. External Services 



\ 
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. Current Caree/Development Activities • ' C 

41 ' ^ 




1. De^scriptive and KvaluatiVL' Data on the Kxistjjig Career (Uij^ance Program .^ Insert after thib 
page descriptions ot rareer development activities bemg conducted by your school prior to the 
start of CPSS , Also prov^ide any available evicftnce that indicates that the activities are effective. 
If possible, limit the description and evaluative data for each prior career development activit\ 
to one page/ \ suggested torniat for dc^cumenting an existing activity is given below 

" • A, Nam^of Acti^vity I'se only ^ the-activity has an official and or popular designation that 
most people in the school will recognize. 

/B.'* C}oal(s) LTst the bt^4^L^pal(sHor the activity, ii available 

^ > - , ' \ 

C Object ive(s) List the stated ol)jec.tive(s) tor t-iie activity, Jt avi^ilable 

D. ' ^Activity Leader(s ) M.ist th^- individuaKs) within and, if appropriate, outside thy school ^ 
who 'has prime responsibili('\ tor the activity. 

Infusipn Point' Ic^ntil/* where the activity is being conducted. 



F Schedule Provide.xfie date(s) or time period(s) during which the activity is conducted. 

G. Activity Briefl^ describe the activity If possible, include a description of at least the 
following' (1) methods, including materials used In the order of them use and -(2) the 



amount of time 
~ H. Resources: i 



needed by students to complete fhe method. 



a. People -^^st the names of all individuals who are responsible for instruction, coordi- 
nation, counselhtg, etc., in the activity. For each indTvidual, provjde^he amount /)f 
time utilized for the activity. 



>vide th( 



b^ Materials — List all materials used, such as pamphlets, films, book«, pFms, etc., and 
the amount of time each is used. 

c. Equipment ~ List all equipment, such as projectors, tape recorders, etc., used and 
the amount of time each is used. 

V • - . 

*, d. .Space - List only unusual space requirements. 

e. Funds - List the n^ey that is being spent for the activity.' ^ 

\ 

I. ^aluative Data : Briefly describe evidence that indicates that the activity is effective. ^ 
If Available, cite the degree to which students achieve objectives and iheir reactions to 
- participating in the activity. 



ir^his Item is 



*Information for this item is collected only once. 
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2. 



Current Career-Related Programs i n Feeder Schools . Identify and briefly describe career: 
re ated programs current^le.n^conducted at the schools (elementary, m dd an jdn or 
.f necessiy ' ^ff^dents eventually attend your h.gh school.Use addi iona pa e 



School 



- ,Gra^eLevel(s) 



Kind of Career-Related Program(s) 



< 



Information accurate as of 



(date) 



State and Distrkt Career Guidancfc/D^elopment Goals. Attach or Write below. the* career 
guidancgjor development'goals pfrescribed or suggested by your state edut>ational agency or' 
local-'diftrict. 4 • - . / 




J 



15 



13 



- \ ;. 



1 y 



Imk)! Resources 



16 



20. 



4. 



■1 



\ 



Faculty/Staff . ' . ' ^ ,^ ' 

a. How many faculty /staff members (administrgtorCcounselors, teachers, teacher's aides, 
secretaries, etc.) do^s your schoorhave? List the faculty/staff members.hy unit or de- 
* paftment (admitiistration, counseling and guidance department, verbal'communication • 
departn^ent, social studies department, etc.) and by type of people (administrator, teacher, , 
etc.). The list already printed below is just to get you started. Please add^appropriate posi^ 



sitions. 



V 



Adminislration 




' iNumpe 

' ; V 


r 

t 


/\aiTiinisirators * « 
Secretaries 

* 










i 

. f 


• 

♦ * 


♦ /* 








Guidance and Counseling 








Counselors 








J 








• 


/ 




• 


> 

\ 









Tot^d Number of Administraotrs 

Total Numl;)er of Department.Chairpersons 

Total Number of Teachers 

Total Number of , ' 

Total Numb^ of ^ ' 



Information accur;ite as of 



(date 



Organizational Unit/Type of Personnel 



Number 



• ♦ 

* 

• 


• 


V 

• 

* - * 1 

• 


* 


• 


\ 

t 

■ J 






1 ♦ 

• . 1822' 
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b.-' 7!?^^ support personnel assigned to your school (such as psychologists, social workers, 
speech therapists, etc.) and the extent of the s^vices they provide to your schodl. 



Type 



/ % Time 
in School 



Duties 



Information accurate as of 



(Date) 



19 



\ 



23 
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5. Career Development Materials. * 



loclb^ ^ career.related materials in your school and their number, .ge, 

Son ^><^n IS already catalogued somewhere, just referencels 



Type of Materials 
in the School 

Books 
rPamphlets 

Career Kits (SRA, etc.) 



Films or Videotapes 

Filmstrips 

Job Kits 

f 

Records or Tapes 
Berjodicals 
Other (Specify) 



Number of 
Items 



Publication Date 
Oldest 




don tact ' 
Person 



Ir/fQ|?mation accurate as of 



b. 



Identify any agencies or units-(such as m^dia centers, film liLraries, instruptiolial services 
centers, etc.) in your school district, state department of education, local libraW, labor 
organization, etc., that store and distribute career development maferials. Alsol specify 
the.way(s) specific materials can be identified (for instance, by using manuals, cata* \ 
logdes) and the^procedures for acquiring the materials for your schooVs use. There is no 
need to du^Ht^ate information here. If the information is already catalogued somewhere, 
just reference its location. 



Agency/Location 



Method for Identifying Material 



Procedures for, 
Acquiring Use of Alaterial 



information accurarte as of 



(date) 
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I. ^ Equipment. Identify the types and specify the number and location of equipaient in your' 
^ school tijat could be used in a career guidance program. Iclentitv th^ individual responsibte* 
* for scheduling the use of the equipment. 



* Type of Equipment 


Numb9r 


\A\ nation 


■ ( • 

Contact Person 


} [ 

Overhead Projector 


• 




V 


Slide Projector 








Movie Projector - * ^ 








Tape Recorder 








Other fSoprifv^ 

1 




\ 


m 

m ' . 1 






• 


j 






V 1 


♦ * 


r 










f 





.V 



^ '^ri „ Information accurate as of -^'\^ 

' ^ (date) 

r ■ 2.6 • ' 



'7/ Spa^e . Identify the rooms thatjnay be usetWor career development activities. Give the capac 
ity of each and mention whether the room cab be darkened for film-viewing. Identify the per- 
son responsible for scheduling the space. ' 



Identification 
of Space 



Capacity 



May Be 
Darkened 



Period(s) 
Available 



Contact Persofl 



W ' 

Information accurate as of 



(date) 



8. funds . List the type of funds that may be used for the implementation of career development 
units. List the amounts available and any restrictions on their use. Identify the individual re- 
sponsible for spending these funds. ^ , 



Types of Funds 



Apount Av 



Available 



Restrictions 



Contact Person 



24 



Information accurate as of ^ 



(date) 
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9- Universities and Colleges. List the universities and two- and four-year coUeges in yoiir metropolitan area or county. Identify 
their general programs, the persons to contact for information and^or assistance, and their phone numbers. 



University or College * 


* * 






and Location 


General Programs 




1 none 




* 








































« 


— 


t 








y 




- 







(SoM^rce 



Information accurate as of 



(date) 



■ ^3 on ih r^^" " • P"'''' '"'^ P"''"'^ vocational and technical iitetitutipns and other occupational 

.Reparation schools m your-metropolitan area or county. Identify their geiieral programsN^e-ft*me of persons to contact for 
, mformafon and/or assistance,- their phone numbers, end a.summary of entry requirement?IS.^dS^^ 



neces- 



t Scfiool/I^cation 


" General Pirograms 


Contact Person 


y Phone 


Summary of Entry Reauirements 


• 


% 


\ 




* 


• 1 

t 








« 


f 


* 








# 

* 
> 


? 

/ * 






s 


* 








f 


4 

\ 


^^^^^ 




< 












/ 

J 

\ : 



(Sourcf 

32 



Information accurate as of 



(date) 
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SoSn^d aSo^^^ ^1 orpnizations that offer apprenticeship programs, formal industriil training 

SdS^a rcoun/v Afj'l '^^ Prep^^n programs not listed in.the previous item but avaUable in your metro- 

S^rSrs !nH . rml^" ^ f Programs^ o fer, the persons to contact for information and assistance/their phone 
numbers, and a summary of entrance requirements. Attach additional sheets if neces^ry. 





Organization and Location 


Programs 


; Contact Person 


Phone 


Summary of Entrance Requirements 




J 

V 




- • 














f • 










V 


\ 


















\ 








. M - ■ 


00 












) 








• 




- 














I 
• 








\ 






• 
















i 

! 

















(Source: 



Information accurate as of ♦ 

i 

t 



(date) 
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v^IlZ ZiAZ^TTA ^""^ O'g^i^at'ons (not previously listed) in your metropolitan area or county that nowpfo- 
?.la rT ^ former Students assistance with obtaining information on identifying, selecting, and en- 

LrE ttf oW"rr ^"'^f °»^,^^^/^hnical schooU, and other occupational preparation programs. Also iW the 
SThe nrot^.f ^"^w*" '""^'u^ "f"^" information, their phone numbers, and ^y constraints relevant 
to the programs, such as limitation on the number of clients, etc. Attach at^itional sheets if necessary: 



Organization and Location 



(Source: 



Services Offered 



Contact Person 



Phojie 




Con$traints 



Information accurlt^ as of 



s 



(date) 



ERIC 

m i l" ! ., - " '!*! - "J 



36 



37. 



13. 



Occupational Selection Assistance. Ljst the organizations in your metropolitan area or county that now provide or cbuld 
provide students and former students of this school assistance with selecting an occupation (such as occupational awareness 
testing, work experience, etc.). Also list the services they offer, the persons to contact for information and assistance, their' 
phone numbers, and any constramts relevant to the progjP^ms, such as limitations on the number of clients, et^ Attach ad- 



ditional sheets if necessary. 



Organization and Location 




Services Offered 
^ 



Contact Person 



Phone 



Constraints' 



CO 

o 



(Source: 



\ 



/ 



i ) 



Information accurate as of 



(date) 



14. J^^ P^^^^ LisUhe organMgtions^in your metropoUtan area or county that now prSlide or could provide 

Job^p^«^ anfl foUer stu^hts of tWs schoolt For each organization, list the services offered, the persons 

. ^Mnnc ^^^^""^^^^^^"d assistan?^, their phone numbers, and any coniJtraints relevant to the programs, such^s limi^ 

tations on the number of clients, etc. Attach additional sheet;^ if^iecessary. f & r, u urai 



Organization and Location 



Services Offered 



Contact Person 



Phone 



0 

^Constraints 



\ 



(Source 



irceN*~--^ 




^ ) 



Information accurate as of 



Xdate) 



Part-time Employment Assistance . List the organizations in your metropolitan area or county that now provide or could 
^ provide students and former students of this school assistance with acquiring part-time employment. Also list what services 
are offered, the persons to contact f or information or assistance,' their phone numbers, and possible constraints relevant to 
the services, such as limitations on the number of clients. 



Organization and Location 


Services Offered 


Contact Person 


Phone 


V 

Constraints 


• 

« 0 


> 




4 




• 

\ 





















(Source: 



• ) 



Information accurate as of 



(date) 



43- 



.1 



•16. 9t>ecialProyams . Li^th. onions in your attendance a«a m^^^^^^^ , 
ggviae stuLts and former students of this school ass»sUnce w.th fleeting an^^^^^ 

Ledial reading, and speech development. Also list ^he^r^jes ofte^^^^^ „u„ber of clients, etc. 

-tance, their phone numbers, and any constraints relevant to the programs, such as limiutions o 
Attach additional sheets if necessary. 



CO 



(Source: 



7. 



Organization and Location 


Services Offered 


Contact Person 


Phone 


Constraints 


* , *■ 

• 


r 












«/ 




• 




/ 




























































1 








V 


y 






/ 


4 « 








'\ . '■ ■< 








4 





Information accurate as of 



ERIC 
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17. 



Organization and Location | Servi^^s Offered 



(Source: 



Contact Person 


Phone 


Constraints 






f 






{ 


• 


• 


i 




• 
















Information accurate as of 






(date) 



4? 



18. District Guidance Career Kducation Administrative Services. 



a. Using the most current information you can find, show the school district organizational 
chart, including lines of authority overseeing guid|pce/career education activities. If it 
is not clearly shown on»the organizational chart, provide a list of names and positions of 
primary decision-makers. 



Information accurate as of 



(date) 



ERIC 
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b. 



Using the most currentMnformation you can findjiprovide a list of names and positions 
of other district staff/persons who have responsibility or interest in the areas of guidanc 
and/or career education. 



Name 



Position 



Information accurate as of 



(date) 



36 



straints upon utilizing them as resources." expertise, their phone numbers, and any con- 




I 



1b> 



i 



50 
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Informatidn accurate^s of 



(date) 



51 



7 



4 



Community and School Description 



er|c 



38 
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20. Population . Usipg the most current ihformation you can find, fill in the blanks below, crossing 
out inappropriate designations and stating the source of your information. ^ 

a. The number of peopfe who live(d) in your nwiropolitan area (Standard Metropolitan 
\ Statistical Area as defined by the U.S. BUre/ui of the CenSus) or county in 1 9 ^ is/ was 



(Source: 



) 



^1 

b. The number of people who live(d) in your school attendance area (the geographic area in 
which the students of this schpol live) in 19 is/was ! 



(Source: 



) 



21. Population Changes . Using the most current information you can find, fill in the blanks below^ 
crossing out the inappropriate designations and stating^y what percentage the populationin- 
creased or decreased between the last census and the one that preceded it. Also state the source 
of your information. 

t 

a. The population of your metropolitan area (Standard Metropolitan Statistical Area as de- 
fined by the U.S. Bureau of the Census)/county: 



Increased by 



Decreased by 

* 

(Sour^: 



percent between 19 anJ 19^ 

percent between 19 and 19 



) 



The population of yoiir schpol's attendance area (the geigraphic area jn which most of 
the students live): ° , ' 



Increased by 



Decreased by 
(Source: 



percent between 19 and 19 . 

percenr between 19 and 19 . 



) 



if 



39 
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22^ Occupations. Using the-most current ^formation you canfind, fill in the blanks below or on- 
^ the next page, The classifications \^qw are those used by the .U.S: Department of Co«»^i^irce 
Buileau of thh Census-On-the next page .(items 22c and 22d) are the classifications listbd 
(rbfn the y.S. Department of Labor's Dictionary of Occupational Title&. Use the list which best 
• ; corresponds to those^lassiCications u&d in your location. If neither set seems appropriate or 
•coifv^ient, you have tFte option of crossing them out antl writing in comparable classifications. 



'^"""8 ^9 , residents of the metropolitan area or county were employed in different 



occupational areas as follows: 



/TV 

QQCflpaiional Area 



Tercent of Distribution in Metropolitan Area/County 



_ Men 



Women 



1. ^ Prpfessional 

2. Ma^iagerial 

3. Sales 

4. . Clerical ^ 

5. Craft workers 
Opefatives 

7. Nonfarm laborers 

*8. Farnrejjand farm managers 

9. f arm laborers 

^^0. „ Service workers except 
^ private household 

11. Private household 



Total 



_ / 



(Source: 



) 



^"""8 19 worked in the Onited States were employed in different occupational areas 

as follows: / . . 

■ - ^ / . - ■ . 

Percent of Distribution in^U.S^ 



Occupational Area , 

1. n-ofession^ 

2. « Managerial ^ , 
. 3. Sales ^ . 

4. Clerical ^ 

5. Craft wwkers 

6. Oper^ tires 

7. l^onfarm laborers 

8. Farmers and fa^»hi mailagers 

^ 9. Farm laborers 

10. Service workers except , 
private house|^IdV 

\\. Private hq^|^oId 



Men 



Women 



Total 



(Source: 



DO NOT COMPLETE THIS PAGE IF YOU COMPLETED ITEMS 4a and ^ON THE LAST PAGE^, 
ct • Dyring 19 ^ rQ3idents of the metropolitan area or county were employed in different occupa-' 



tional areas as follows: 
Occupational Area 

1. Professional, Technical, 
J Managerial 
2^ Clerical and Sales 

3. * . Service 

4. Farming, Fishery, Forestry, 
and Related Occupations . . 

^5. Processing 

6. Machine Trades 

7. BeBchwork 

8. Structural Work 

9. MisG^aneous 



Percent of Digtribution in Metropolitan^ Area/Coupty 



Men 



Women , 
4 ' 



^otal 



(Source 



During 19 ^, workers in the United States were empIoye<^ixi different occupational areas as^ 

^follows: f ' , I 



^follows: 

Occupational Area 





Professibnal, Technical, and 


Managerial 


2: 


Clerical apd Sales 




Service 


'4, 


Farming, Fishery} Forestry, 




and Relate Occupations , 


^ 5: 


Processing 


6. 


Machine Trades 


7. 


BenchwcMrk ^ 



Petcent <jf Distribution in U.S. 
Men\ Women * ^ Total 



8, J^uctural Work 

9. ^'Miscellaneous 



(Source: 



23. Unemployment. The average unemployment rate in the metropolitan area/ccJUnty during the 
'last year, 19 , as follows: * • 

(You may expand or revise.the racial/ethnic categories in the taBleis to reflect the racial/ethnic 
com posifioiinn your area.) , ' . , 



RACIAL/ETHNIC 
GROUP 



SEX 



^ Female 



No. . 



Male 



TOTAL 



Nb. 



Black 



White 



Other 



totAl 



Inf ormatibn accurate ais of 



(date) 



24. School Boundaries . The boundaries for the attendance area 6T this school are : , 
(attach map if available)* 



25. Distance to Boundary.- The distance from this school to the farthest point oh the boundary 
IS rniles. 



26. Size of Atte ndance Area . The size of the attendance area is ^ square miles. , 



27. Bus Transportation. The number and percentage of students who travel to this scHool by 
school bus are : ^ 

% of the student body , - ^ 



0 



Information accurate as of 

(date) 



43 

' 57 



28, Student Enrollment . Using the most current inforrpation you can find, cjm^plete the following 
• two tables (You may expand or revise the racial 'ethnic categories in the tables to reflect the 
student racial^ethnic com*position in your particular school,) 



a. The number (No.) and percentage Cr) of students, by racial ethnic*group and sex, that 

as f 

■7 



are enrolled in this school for the present academic year (19 ) are as follows: 



RACIAL ETHNIC 
GROUP AND 


c 


) 


, GRADE LEVEL 
10 11 


4 

12 


TOTAL ^ 


SEX 


No. 
^ 


% 


No. 


c 


No.' 


r 


No 


% 


No. 




• ' / 

Female Black 












■ 




f— 




• 






















p 

Female*White« 
































\ 










- 


Female Other | 
















♦ 






Male Black 






















Male White 






















/ 






















Male Other 


























I 


















TOTAL " 




100% 

1 


't 


1-00% 






- 


100% 




100^. 



Information accurate as of 



(date) 



44 



I 



b. The number (No,) and percentage (^;) of students, by racial ethnic group and'sex; that 

projected for. the next academic vear^ ( 19 ) are as follows- (If this information is 

• not easily projected or estimated by racial ethnic and sex categories, simply provide 
^totals.) ^ 



RACIAL ETHNIC 
GRCHJP AND 


9 


CJHADt; LKVI-L 
10 11 


12 


TOTAL 




SKX 


No 


r ' 
r 


No 


r- 
r 


No. 


r ' 1 


' No. 


r ' 
r 


No. 


r 




b'emale Black 






• 








t 










Female White 
























Kemale Other 
















* 








Male Black 
Male White 








■ 






- 




- 






Male Other • - 


















t 




i 


TOTAL 




1009 




100^-. 






i 


loo'r 






100^;. 


t 






J. 




f 


rr 








( 





. .V 



Information projected on;_ 



. (date) 
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29. Dropouts . The number and {Jercentage c)[' students wlio^lropped out (not transfers) from your 
school during the past three years are ^ - - 



Year 
19_ 

19 



Number 



/ 



Percentage ^ 



Information accurate as of 



(date) 
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• 


*- 

30 Course Otfermi^s. Usiim other sheets i{ n^ied or attachint? anv information alr<»adv prepared, 
list the course areas (Knulish, malheniaUcs, ete ) and types and levels of courses your school 
offers in each area / 


Area \ 


I'vpe and I^e\el of Courses « 


• 




> 








* 






r 

ft 


* 


1 






If 






Information accurate as of 

(date) 

* 


o 
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Class Schedul ing System . Describe the sclfeduling system .used in this school (number length 
and types of time periods; length of school day.'term, year). Attach a^schedule if already pre- 
pared and appropriate. 



\ 

» 

Information accurate as of 

(date) 



48 
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32. In-service Education . Describe the t*e)Howing, using this sheet^ar^ attaching iny other you may 
n^ed. 

a. Describe all in-service education currently being conducted or planned in the area of 
career development. Incliide the names, positions, and amount and type of education 
received. 

b. Describe the in-service educational requirements for faculty /staff of this school, including 
the amount of time required, the subject matter, and the means by which requirements 
are established. 



i 





Information accurate as of 



(date) 
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33- Determination of Course Content. List below the procedures for determining the content of 
_ courses or guidance services offered in this school. List also the names or positions of those 
w-ho make decisions related to this activity. 



{I. Procedures; 
. 1. 

\ 

2. 



5. , 



b. Names or Positions of Key Decision-makers. 




Information accurate as of 

(date) 



JO 

o ■ ^ .. 64 
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Resource Accounting ^ 



-51 
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34. Pgo£Le, Faculty/staff members of this school who'are currently invoJved i 



m career development activities.* 





^ Name 


1 Department 

\ ' 


Title 


CDU/Activity 


Time Period I 
Day 1 Time 




✓ 

* 


1 
/ 




- 










• 




1 * 1 














CP 












to 


> 








1 ^ 1 




♦ 






• 




- 








• 


1 N 






/ 










• 























*For a listing of all faculty/staff, see item 4 in,th6'cPSS Program Information Fi 



File. 
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35.. Equipment 'Kquipment used in the school to support career devei^ 



ent activities.* 



03 



ERIC 



Type of Equipment 



tCDU/Activity 



Time Period 



Date 



If 



Tinje 



*For a listing of all equipment see item 6 in th^CPSS Program Infomiation-File 

■68 ■■■ * . .•■ , 
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36. Materials. Materials- being used in the school to support career derplopment activities,* 



•ERIC 





Type or Name of Materials 


CDU Activity • , ' 

' ' ' ' ' / 


Time Period , ^ 




*• • 


Date_ 


Hour 


* 

> 

^^^^^^ 






• T 








< 










i 

* 


> 

♦ 




< 

/ 


1 


ft 




\ 












• 








* 



'For a listing o( all malerials in the school see item 5 in the CPSS Program Information File. 
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37. Space> Space in the school that is being used for careet deveiopment activities.* 





Identification of Spate 




CDU/Activity 


Time Period 






Date 


Time* 


• 




% * 


•J 






























/♦ ' ' ■ 
















» 


• * 






■•: ^ V ■ ■ 

* ' - * . 

/* 




ii 








/ 






* * 




















\ 




: » . 




^ 3 ^ ^ 







♦For^a listing of aH rooms and the capaci^ of.the roams see itfm 7 in the CPSSf rogram Information File. 
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. Funds. The amount of money being used to support career development fctivities.* 





TvDe nf PunrlQ 


ji*^ — 

Amount Used 


CDU Activity 




















• 








• 










- 










\ ■ 

*• 






• 

• 


4 


I- " • 

V 




A- ' ■ 




• 








' ■ / 

i 




• 

r 

' 1 






t 



3 complete listing of all fi^s see item 8 in the CPSS Program Information File. ■ ' ■ . • - " 
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39. External Services . Services provided by agencies/organizations in the 
ment aotivities.* ^ 



community in support of this school's career develop- 



External Agency Organization 


Type of Service 


CDU Activity ^ 


Time Period 


Date 


Time 








* 


- 


* 


\ 






• 


• 














* 







• *For a listing ofill external services available m the community see items 9 - 19 in the CPSS Program Information File. 
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